Purchasing Guidelines

Purchasers should go through these steps for each purchase.*

IS THIS PURCHASE:

AVAILABLE
FROM OTHER

Yes

AGENCIES?

FROM STATE AGENCIES
Purchaser must always verify that a needed item
or service is not available from another state
agency before considering other ways to purchase.

No

AVAILABLE ON
STATEWIDE
CONTRACT?

FROM STATEWIDE CONTRACT
Purchaser must always verify that a needed item
or service is not available on a statewide contract

before considering other ways to purchase.

No

FOR $1000 OR
LESS?

TOTAL COST IS $1000 OR LESS
Purchaser may select the best source.
Competitive quotes are not necessary.

No

FOR $1001 TO
$50007?

TOTAL COST IS $1001 TO $5000
Purchaser must obtain competitive bids by
telephone and complete Telephone Quote Sheet.
Bids are good for this purchase only.

No

FOR $5001 OR
MORE?

TOTAL COST IS $5001 OR MORE
Purchaser must submit an approved request to an
AOC Purchasing Agent, with full specifications.
The State Division of Purchasing will conduct the
procurement process.

* FOR SOLE SOURCE PURCHASES, SOFTWARE PURCHASES, OR PURCHASING CONTRACTS FOR SERVICES, SEE FURTHER IN THIS SECTION.
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